CITY COUNSELOR/
DIRECTOR OF PERSONNEL

JOINT REGULATION NO. 7
LIGHT DUTY

Effective: January 21, 2020

l. PURPOSE

The purpose of this joint regulation is to estdble light duty policy and procedures for
requesting light duty when an employee is templyramable to perform the essential functions
of his/her position because of an illness or injutyght duty is not intended to be permanent.
Those employees who wish to seek a permanent acodation should submit a request for
such an accommodation to the City's CommissionethenDisabled at NewburgerD@stlouis-
mo.gov or (314) 622-3686.

. LIGHT DUTY

Light duty means a temporary change in an emplsyegjular assignment in order to comply
with work restrictions imposed by an employee'dthezare provider.

1. LIGHT DUTY ASSIGNMENTS

All departments/divisions are required to identgigtential light duty assignments within said
department/division. Each department/division shphovide to the Classification and
Compensation Section of the Department of Persamiiet of potential light duty assignments
within said department/division. Said list will teothe essential functions of the assignment
including all tasks and physical movemeres).( lifting requirement, how many pounds, etc.).
This list shall be updated every six (6) monthsthey department/division and provided to the
Department of Personnel.

Normally, employees shall be assigned to light daggignments within the department/division
in which he/she is employed. However, if the dépant/division does not have any light duty
assignments which can be performed by the empldyego his/her restrictions, he/she may be
assigned to perform light duty in another departifdérision that has an appropriate light duty
assignment available.

V. WORKRELATED INJURIESOR ILLNESSES

A. An employee shall report to work at his/her nafmvork site once he/she receives a work
status summary, signed by the workers' compensatsating health care provider, indicating
he/she may return to work and listing any reswitdi {.e., describing any physical movements
or tasks that the employee cannot perform). Hegsladl provide the work status summary to



his/her appointing authority or designee. The Wmk Compensation Unit of the Law
Department or the City's Third Party Administratevill also send the employee's
department/division a work status report listing &mployee's work restrictions.

B. A determination shall be made by the appointaughority or his/her designee as to
whether the employee can perform the essentialtiumg of his/her job with the listed work
restrictions. If the employee can perform the esakfunctions of his/her position, he/she shall
continue to do so. Essential functions are théchhab duties that an employee must be able to
perform, with or without reasonable accommodatioghppointing authorities should carefully
examine each job to determine which functions ekgaare essential to performance and may
make adjustments to non-essential functions ifetingloyee's restrictions preclude him/her from
performing these duties.

C. When it is determined that an employee who jaréd on the job and placed on
restrictions is unable to perform the essentialcfioms of his/her position, the appointing
authority or his/her designee shall make reasonefitets to find a light duty assignment or
assignments that the employee can perform withéneimployee's department/division. The
Workers' Compensation Unit of the Law Departmemnt loa contacted at (314) 622-4724 if there
are questions whether a specific light duty assmgmnis appropriate given the employee's
restrictions.

D. If a department/division does not place an eng#o on light duty, the
department/division must contact the Classificatiand Compensation Section of the
Department of Personnel and provide it with a copyhe employee's restrictions and advise
why the employee was not placed on light duty. Thessification and Compensation Section
shall review said documentation. It may consulthvihe Workers' Compensation Unit of the
Law Department as to whether the employee shoulgld=ed in a light duty assignment. The
Department of Personnel shall advise the deparfdieision as to whether it recommends that
the employee be placed in a light duty assignmeithinvsaid department/division. If the
department/division does not follow the recommeiatiadf the Department of Personnel then
the appointing authority, department director amel Executive Director for Operations of the
Mayor's Office will be notified.

E. If a determination is made by the DepartmentPafrsonnel that the employee's
department/division does nbave a light duty assignment that the employeepeaform, given
his/her restrictions, the Department of Personnilascertain if another department/division has
a light duty assignment which the employee can goerfwith his/her restrictions. The
Department of Personnel may review the light dugignment list provided to it by other
departments/divisions or consult with the Work€smpensation Unit of the Law Department
to make its decision. If it is determined thatrsaclight duty assignment exists, it will contact
the other department/division to confirm the liglity assignment is still available. If said light
duty assignment is available, the Department ofsdterel will provide the employee's
department/division with instructions as to whed arhere the employee should report for said
assignment including the name of the departmensgidiv, work location, contact person,
supervisor's name and date and time to report. enq@oyee's department/division shall notify
the employee to report to the light duty locatignpiboviding him/her with a completed copy of a
"NOTICE TO EMPLOYEE OF LIGHT DUTY ASSIGNMENT" form. A copy of the notice
shall be provided to the Department of Personnel.



The employee's department/division shall forwarcatiandance sheet for said employee to the
department/division providing the light duty assigent. Said attendance sheet shall be returned
to the employee's department/division at the camoiu of each week. Employees shall be
required to follow the call in procedure of his/liapartment/division for unscheduled absences
even while on light duty. Said department/diviswili notify the department/division providing
the light duty assignment of such absence as sepossible.

F. Light duty will cease upon the employee reachingximum medical improvement
("MMI") or at any time that light duty tasks or agsments being performed by the employee are
no longer available. If the employee is unableetoirn to full duty upon reaching MMI, he/she
should be referred to the Office on the Disabled.

V. NON-WORK RELATED INJURIESOR ILLNESSES

A. A permanent full time employee with a non-woelated injury or iliness placed on work
restrictions who desires light duty because heishmable to perform the essential functions of
his/her job should first obtain a certification forfor his/her health care provider to complete.
The certification form is attached hereto and iailable online. The employee should then
provide the certification form to his/her healthreegprovider, along with the employee’s job
description. The job description should be obt@ifrem the employee's department/division
and should include a detailed description of thigedwof the employee's position, including all of
the position's essential functions. The employeastrthen submit the certification, completed by
his/her health care provider, to his/her appointghority. The certification must sufficiently
describe the employee’s work restrictions to endbée appointing authority to determine the
light duty assignments that the employee will béealo perform. If the employee is on
family/medical leave, the appointing authority slibcontact the Employee Relations Section of
the Department of Personnel at (314) 622-3563 dagguthe manner in which clarification of
restrictions should be requested.

B. Once the appointing authority receives the fieation completed by the employee’s

health care provider, a determination shall be mlagethe appointing authority or his/her

designee as to whether the employee can perforrasbential functions of his/her job with the

listed work restrictions. If the employee can pari the essential functions of his/her job,

he/she shall continue to do so. Appointing autlesimay make adjustments to non-essential
functions if the employee's restrictions preclude/her from performing these duties.

C. When it is determined that an employee with a-work related injury or illness who is
placed on restrictions is unable to perform thesetsal functions of his/her job, the appointing
authority or his/her designee shall make reasonefitets to find a light duty assignment or
assignments that the employee can perform withenetnployee's department/division. If there
are questions about whether a specific light dggigmment is appropriate given the employee's
restrictions, the Classification and CompensatieatiSn of the Department of Personnel should
be contacted.

D. If a department/division does not place an ewg#o on light duty, the

department/division must contact the Classificatiand Compensation Section of the
Department of Personnel and provide it with a copyhe employee's restrictions and advise
why the employee was not placed on light duty. Thessification and Compensation Section
shall review said documentation. The Department Rdrsonnel shall advise the
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department/division as to whether it recommends tta employee be placed in a light duty
assignment within said department/division. If tthepartment/division does not follow the
recommendation of the Department of Personnel thenappointing authority, department
director and the Executive Director for Operatiohthe Mayor's Office will be notified.

E. If a determination is made by the DepartmentPafrsonnel that the employee's
department/division does nbave a light duty assignment that the employeepeaform, given
his/her restrictions, the Department of Personnilascertain if another department/division has
a light duty assignment which the employee canagperfwith his/her restrictions. If it is
determined that such a light duty assignment existgll contact the other department/division
to confirm the light duty assignment is still awdle. If said light duty assignment is available,
the Department of Personnel will provide the emply department/division with instructions
as to when and where the employee should reposdaiior assignment including the name of the
department/division, work location, contact perseapervisor's name and date and time to
report. The employee's department/division shatiifynthe employee to report to the light duty
location by providing him/her with a copy of a cdeted "NOTICE TO EMPLOYEE OF
LIGHT DUTY ASSIGNMENT" form. A copy of the noticeent to the employee to report for
the light duty location shall be provided to thep@gment of Personnel.

The employee's department/division shall forwarcaitendance sheet for said employee to the
department providing the light duty assignment.id Zd@tendance sheet shall be returned to the
employee's department/division at the conclusioaamh week. Employees shall be required to
follow the call in procedure of his/her departmdivision for unscheduled absences even while
on light duty. Said department/division will ngtithe department/division providing the light
duty assignment of such absence as soon as possible

F. Light duty shall cease upon the initial antitgzhdate that the employee would be fit for
full duty, upon any subsequent anticipated datettteaemployee would be fit for full duty, upon
the date that the employee's restrictions becomagreent or at any time that the light duty tasks
or assignments that the employee is performinghari®nger available. In no event shall a light
duty assignment last longer than three (3) montifigshe employee is unable to return to full
duty after three (3) months or if it is clear thia employee will not be able to return to full yut
prior to that time, the employee should be refertedthe Office on the Disabled at
(314) 622-3686.

Questions regarding this joint regulation shouldréferred to the Workers' Compensation Unit
of the Law Department at (314) 622-4724 or to thes€ification and Compensation Section of
the Department of Personnel at (314) 622-3565.

Julian L. Bush Richard R. Frank
City Counselor Director of Personnel
Attachments



